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Duty A Supervising Activities of Payroll Department 



1 Maintain office suoplles inventory 

2 Coordinate work of department 

3 Kvaluate employee morale 

4 Maintain good human relations 
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Duty B Maintaining Department Personnel Level 

1 Keep proper number of employees in payroll department 

2 Train new employees 

3 Initiate status changes 

A Maintain entployee records 



ERLC *® 



O 

< 
N 
< 
X 



> 
H 

LU 
LL 
< 



Hi 

a 

D 

Ui 

2 
o 



LU 

o 



cc 
o 

LL 

cc 

LU 



CO 
< 

LU 



k2 

Z 3 

I K 

D O 

a < 

LU 

CO 

CO 5 

O ffl 

K O 



CC 

o 
cc 
cc 

LU 



a 

(0 

cn 



C 



(0 
0) 

a 

0) 

to 
o 



o 

u 



(0 
(0 

I 

■§ 




> 4J to «S 
0) 0) 0) 12 



CO 
LU 

O 



*H U go) 

a M CO s 

O to r*i ep ^4 

CO 0) H jy 0) 

u a,*H u 

0) a>M to m 

P-i < CO CQ p2 




0) 0) 0) 

ecu 



11 

0) 0) o 
iJ ii ii 



< 



in 
w 
c 



fx. 

c 



a: 



Z 

LU 

s 

LU 



< 

ERIC 



CO 

S 

Ui 

H 

CO 

>- 

CO 

cr 

LU 
CD 

s 

D 
Z 



< 



LU 

z 

LU 

u 

CO 



0 






4J 








rH 






0 




c 


c 




♦•H 






4J 


o 




(0 


w 




rH 














p« 






rH 






rH 




c 


C 




(U 


^< 




u 


>^ 






to 




o 


Ci 




(J 
























(0 








•H 




0) 


to 




fH 






rH 






•ri 


•H 








0 




E 


•H 






4J 


U 




>^ 




M 


Q 




to 


a 






o 




t: 


u 


JZ 


c 


a 


4J 






•H 












(C 


•H 


to 




rH 




u 


X 


o 




to 


•H 


CO 


4J 


4J 


(0 


W 


to 









Qi O 

to rH 

•H rH 

U O 

d 0) 



X 

O 4J 

•r-> •H 
X 

X X 
X 

4J (/) 
•H (C 

15 



0) ^ 

s to 
u 

a. c 

X QJ •• 

•H W 

C U 4J 

4J •H 

to 

(r> c ^ 

'V U *J 

0) a 
0) >. 

tt 

(U 

^ rH 

Jni rH 

o to 

5: o ^1 

< ^1 C 



tt 
O 



U 
(0 
(A t-i 

c o 
o o 
X < 



>. 



X P 

to cc 

*H 0) 



>>x 

4J (0 
rH ^ 

to Cu 
>s to 

o 



X 

(2 M h3 < tJU O 



0) 

u 
c 
to 

4J u 

•H 0) 

(0 



CO 

z 
o 

CJ 

z 

S 

o 
a 

























0 










1 


•H 




U) 












rH 






fH 


(/) 




•H 






CO 






ta 


io 




X C 






0) 














to 




X 




*H 








u 




i_i 




c 




0) 




(Tl 
»U 


?^ 


0 


CO 


4J 


o 


rH 














CO 












tH 


o 




4J 








u 




u 


•H 


c 


X 


0) 


C 


o 


^ 


c 






0) 


a 


CO 


•H 


u 






0) 


r-i 


4J 


o 




#« 




U 



•H 

c 

0) c 

U •H 

CO CO 

•H (0 

^ 0) 

2 & 



0) OJ 

O (f. 

C -H 

0) O 

C 4J 

•H ^ 

o 

C 0) 

to M 



g 

•H OL 

4J O 

CO fH 

o 

c c 

i a 

O 0) 



o 

fH 

c 



0) 
4J 



o 

(0 
0) 



o 



0) 



o 
c 

(0 

I 

o 

u 



fr 



X 

o 



0) 
•H 

u 

•H 
rH 
O 

a 

>^ 
c 
to 
& 

o o 

p. u 

V< CO 



u 
o 
a 

u 



(0 
0) 



o 
a 

>> 
c 

CO 

o 



(0 
01 

p. 



c 

•H 



c 

(0 



2.1^ 



O 

< 

< 
X 



< 

CO 



O 
Q 

UJ 

O 

UJ 

o 

< 

oc 
o 

oc 



b3 



C/3 
-J 

< 

E 



UJ 



< 

CO 

< 



UJ 



2 

2 

D 
O 

UJ 



ERLC 



a < 

UJ 

CO 

O 

H O 



13 
C 
0) 

a 
a 

C/3 



(0 
CO 



u 



« r-l 



u 



0) 

0) 
(0 



(0 

o 

O 

(1) iH 



:3 

13 



C 0) >s 



(0 u 
Cd Cd 



>H X U 

U 4) C 
0) iH 

" §^ 

c rH Cd So _g ^ 

O O rH 13 U 

^ a g< «) Cd 0) 
^ w 6 




(0| 
q: 
o 
oc 
oc 



CO 
UJ 

o 



CO 

g 



4J 



U 

o 

0) 

o 

r-l 
P* 

a 

4) 

Cd & 

0) ^ 



CO 
0) 



a 
u 

CO 



a 

Cd 
a 



'O CO 

0) *^ 

V4 (0 

cd cd 

a 44 

CO a 

O 

r-l 0) 



0) <u 
4J (d 



AS 



CO 

S 

UJ 

> 

CO 



CD 

S 

D 
Z 



X 
< 



C/3 
U4 



a 
z 

UJ 

a 

CO 



Z 



5 

.2 



0) 








4J 




o 




4J 




fcC 






•H 


)-i 


4J 


0) 


tTJ 


iH 


*H 


U 


0) 




u 


fH 




iH 


(0 


O 


4J 




P< 








o 








o 




u 






0 


C 




cc 










(0 








4J 








0) 




X 




4J 


U 




•H 




4J 


o 




Oi 






4J 


o 


•H 


u 


U 


0) 


(TJ 






0) 


U 






•H 


(T 


4J 




C 


C5 


Oi 



Q) O 
« r-i 

U C 





4J 










o 


bit 
















4J 


•s 

01 










4J 


(T 






(0 
rH 








4J 


rH 












% 




V4 














CC 




u 


4J 












0) 


*• 




•H 


» 


C 


U 




4J 


•H 






M-i 




(A 


O 




•o 




4J 


0) 


a 








>s 






4J 




C 


•H 




(0 


rH 










rH 


§ 




rH 




0 


s 


(A 




0) 


U 


< 


u 


t 



4J 



O 

a 
ac < 



>.rH 
O 



0) 



iH >. X •H 

X V4 4J ^ 

OOr-l 4J «iH 

«iH 0) (d a X 

(0 0) 

o f-4 

I-) < (14 



01 

o 
c 

u 

0) 

I 

0) 
CO 
M 
0) 



ERLC 



CO 

Z 

g 

a 
z 

D 

S 

o 
a 



0) 

O 

>^ m 

•H 

rH U 
»-H 

C X 

O (Q 

•H O 

4J O 

U > 

-a 

c 

0) o 

4J •H 

(ti (0 

•H (0 

^ 0) 

a ^ 

2 & 

a 0) 
< 



4J O 

o c 

o o 

(0 

m 

0) 

o o 

o -H 

^ c 

o 

(0 0) 
0) 

a o 
a 

(0 c 
o 

c: a 

O 

•H ^1 

4J U 

O (0 

£ 0) 

0) -a 



o 

a. 



oc c 

o o 

rH 

O (0 

c 

E 2 

0) 0) 

4J a 



'/) 

0) 

u 
o 
u 
p. 



tJC- 

o 

tH 

o 



c c 

o o 

(0 4J 

c y 

0) 9 

X u 

0) 4J 

6* C 



o 

u 



CO 



cc 

•H 
(Q 
4J 
U 
01 

a 

U 0) 
•H 1-1 
r-« 3 
O t3 

a 0) 
u 

5k O 

c u 
o c 

4J *H 
0) 



c o 



§ 

4J 

U 
4J 

C 



C 

01 

P. 

cn 



50 



f 



o 
cr 
< 

N 
< 
X 



> 
I- 



< 



a 



or 
C 
o 

c 

0) 

w 

u 
u 

u 
o 

oc a; 
c >> 

•H O 
U H 

g I 

O 0) 

04 



CO 



UJ 

o 



5 
o 
z 
:^ 

UJ 

a 
z 
< 
S 
cr 
o 
a. 
cr 

UJ 

o. 



i 

cn 
H 

M 



Z 
UJ 

S 

UJ 
H 
< 

0) 

I- 



ERIC 



CO 

-J 

< 
cr 

UJ 

< 

S z 

si 

a. 

a < 

UJ 

«3 a 

o 2 
H o 



m 

Oi 

09 

(0 

u 



a 



(0 

(0 
(0 

I 

•§ 

CO 



0) 0) 0) C 
>\ 0) 

O O B 

rH O H 0) 

QifH Q. 60 

0 Q* B « 

Q) 8 Q) Q 

^ . 3 

•H Q (0 •rl 

^ 8 g m 

*H o (3 ^ 

H H O 



a 

0) CO 

U W« 

»H O 

O 0) 

a 



I 

o 
m 
u 

0) 



0) 



0) 
0) 

o 

a 
s 

0) 



0) 

4J O 

o 

O M 

- CL 

a 

o 

o u 
o u 

U 0) 
O 0) 0) 

-s -s -s 

^ ^ ^ 

0) 

0) 0) 0) 0) 

d c c >> 

1111 

0) 0) 0) S 
U 4J 4J 0) 



o 
u 
a 



as' 



(0 

S 

LU 

H 
> 

C£ 
LU 

s 

D 
Z 



X 

S 



c 

C 
en 

< 

CO 

< 

M 

H 

M 

2: 



z 

LU 

s 

CO 



Ui 

O 

z 

LU 

u 
(O 



ERLC 



0 








4J 








tc 








c 








•H 








4J 


U 








w 










)^ 








<u 








•s 






a 


p 












4J 


0) 


c 










0) 




<u 




u 




fH 








0 




0 


iH 






u 


U 
















iH 






C 




0 




c: 


U 








•H 








4J 






fH 




•H 




iH 








•H 


a 


U 








nj 


' '■ 


(0 






(0 








(U 


U 






bC 


•H 






r3 


4J 






>> 


Q) 








e 


oc 










C 












•H 














Q) 






§ 


U 






•H 






(0 


4J 








•H 


§• 


(0 


i- 




0 




0 




U 




c 


5 







to 




C 


c 




•H 












0) 


0 




(0 


(H 




•H 


iH 






0 




Q) 


^-1 










a 


01 






X 






4J 










0 


U 




•T-5 


•H 












•H 






JZ 












Q) 




JZ 






4J 


(0 




•ri 














rH 






»H 




c 


G> 






^ 












CO 






(0 




U 












0) 








0 






•H 


CO 


0 


U 





Mm 03 
CO O )-i 

0) >. 
C ^ 

^1 § 

CO 



rH 

•H rH »H 4J 

>,rH ti 'H rH C 

CO 



■4 « • #*« A ^ ll^ 1 »A 



< a' 



0) (\}aXMM 

OUatCQ'T^rHQ 



0) 



■ 61 

c c 

O •H 



0) 

C « 
0) 

1 qI 
o tc 

0) CO 



c ^ 

y; rH 

(0 d 

Q) > 
M^ 

O CO 

>> u o 

4J O 

•H a 

^ 0) c 

J-i rH 

rH 

O 



CO 

c 

(0 

e o 

c e 

0) 0) 

a e 

U •H 

O 4.» 

4J CO 

T3 -H 
0) 

o 

8 g 



CO 

z 

o 

a 
z 

D 

S 

s 
o 
a 



09 

e 

o 

U4 



(0 
S4 

o 
a 



4J 

U 

o 
a 



I 
■s 



o 

rH 

a 



a 

CO 



u 



G 

< 
N 
< 
X 



< 



LU 

a 

Q 

UJ 

o 
z 

:^ 

Ui 

O 

z 
< 

cr 
o 

LL 
CC 
LU 

a. 




001 
OC 

O 

OC 
OC 



c 

0) 

a 
a 

CO 



u 
o 

u 

0) 

c 
o 



o 
c 



a 

vi 
o 
a 
c 



8 

O 



I- 

z 

Ui 

S 

Ui 

< 

< 



C/3 
< 

E 

LU 

< 

S z 

Z 3 

o < 

W 

rH 
U 



to 

(0 
(0 

I 

•§ 

CO 




CO 
LU 

O 



(0 
0) 

U 



a 

0) 

a 

CO 



u 
c 

0) 

a 



o 
a 



ERLC 



8 s 

K O 



O (0 
•H O 

u o 

Q) (0 



CO 

CO u 



in 
z 
o 



^ CO 

u 

0) o 



U ii 



o c d c 



I 



0) H ^ 0) *H 0) 

ij (d a H H a. 

< M P4 H 



0) 

iJ 

(d 
Kl 
:j 
a 
a 
(d 



o 



0) 

c 

e 

01 



21 



CO 

Ui 

> 

CO 

C£ 
UI 
CD 

Z 



< 



LU 
CJ 
2 
LU 

O 
CO 



CO 
CO 

< 



{A 

u 

B 
C 

f— « 

o 

c 

c 

o 

•H 

u 



c 

g 



< 



u 

u~ o 

c ^ 

c 

•H 



Z W 

a; u 

•H c 

r- 

o c 

O 

0) C 

•H 

•« W « 

C W 

w 

c > 

•H iH 

'C o 

G > 

O C 

C 

(U c 

> D 
c 



c 

H O 



iH 

tr 

P 0) 
O 'C 
O 

iH O 
•H c 

C — 



a 
c 



c 

a 
c 

B 'V 

c o 



« to 

C •H 

C 4-» 

•H C 

« :3 

c w 

o ^ 

« c 



o u 

U 0) 
4-» 



o 

t: « 
c 

u 

IT. u 

x: 

o 
c 

U 0) 

Qi -a 
^^ oj 

^1 o 

4^ 

c c 

•H O 

n « 

Tl > 



c c 

0) o 



(J c 
x: 

' 4J 

X 

O 4J 
•H 

X 
O •H 
X X 
4J X 
OJ 

(A 

5 



o 
c 

u 

c 

c 



•H 

•H 

fH 

c 
o 



>. 

>. ^ > 

,H 4J ^ iH 

O •H -H > > X 'H 

4J X )-i 4-» X 

W J-i (0 U iH 4J 'H 

C O iH 4J > . to 0) - 
OOQJCO'CtHQ 



4J 
•H 
r-4 
(0 
•H 
4J 
C 

•H 



(1) 
U 

c 
u 

I 

o 

C ^' 
0) 



CO 

z 

O 

H 
< 

z 

s 

o 
o 



u 

•H * 

U >> 

•H fcC 

V. O 

O 

W E 

O C 

•H 4J 
C 

r-l 

X ^ 

o o 

E C 
X 

o 

X 

w 

c o 

c e 



00 
4-» 



O 

iH 
O 

c 



0) 
4J 



a 
c 

X 

u 

U 



o 

W 

c 

X 

i- 

o 
u 



u 

o 

>> 
c 

o 
u 

4J C 

^1 cd 
C O 

*^ 0) 

'TJ 5>^ 

ti O 

o a 



c 

•H 
4-» 



(A 

O 
U 
0) 



o 
c 

i- 

o 
a 

a 

u 
c 



c 

•H 

0) 



2.J 



Duty C Maintaining and L.^tablishing Communications of the Payroll Department 



1 Process Incoming mail 

2 Process outgoing nail 

3 Greet and assist visitors 

4 Collect and provide data at meetings 

5 Prepare miscellaneous payroll reports 
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J Duty D Preparing Employer Tax Reports 

\ 

\ 1 Prepare form W-2 (wage and tax statements) 

\ 2 Prepare employer PICA and income tax forms 

^ 3 Prepare city and state income tax forms 

4 Prepare^ federal and state unemployment forms 
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1 Compute income Caxes 

2 Compute deductions for retirement 

3 Compute insurance and hospitalization deductions 
A Compute deductions for voluntary contributions 

5 Compute credit union deductions 

6 Compute union or association dues 

7 Compute annuity deductions 

8 Compute court order deductions 

9 Compute miscellaneous deductions 
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Paying the Payroll 



1 Prepare checks (regular) 

2 Prepare self-processett checks 

3 Prepare cash pay envelopes 

4 Distribute payroll 

5 ' Replenish payroll account 

6 Reconcile payroll account 
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Duty J Posting Wages and Salary Data 

1 Prepare payroll register 

2 Record payroll data to employee's earnings record 

3 Record payroll entries for journals 
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